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ABSTBICT 

Part of a 13^ volume series designed to be used as a 
group inservica or a self -learning system to train school 
administrators and counselors for their role in career education, 
this first section (8*1) of module 8 (implementation for counselors) 
coneists of readings and activities to assist the counselor in 
preparing and evaluating those materials, procedures, and technigues 
that ¥ili aid nith the implementati-on of career education in the 
school system, (Module 8 is one of si^ modules for administrators and 
four for counselors developed in Phase If of a five*phase career 
eaucation project in Hawaii, The first two are common while the 
balance are specific to either counselors or administrators,) Module 
8*1 contains a lesson dealing with the preparation and evaluation of 
care.er education materials and four activities, Reading selections 
are provided on the followingi Be view and analysis of sources of 
cccupational information for career education, a guide to the 
development of a ccmfflunity resource directory in career education^ 
and guidelines for the development of a career information library, A 
brief bibliography is also included, (TA) 
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Title VI of the Civil Rights Act of 1964 states: '*No person in the 
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gin^ be excluded from participation in^ be denied the benefits of, 
or be subjected to discrimination under any program or activity re- 
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of 1974, Ilka every program or activity receiving financial assls- 
tanca from the U. S/ Department of Health, Education, and Welfare, 
must be operated in compliance with these laws. 
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PROJECT OVERVIEW 



The overall plan for the development of Career Eduaat%on %n the state of 
naiDaU was oonoBioed as the Hamii Career Development Contznuum Proomt, To 
dal^e the eontinuim oonBists of the followvng phaBea: 

PHASE I (2972) ~ Development of a Continuum for Career Development 
K'lB. 

PHASE II (1972-73) - Development of Curriaulum Guidea K~12 and an 
ETV series for grades 4-3, 

PHASE III (1974-7&) ~ Development of teaoher education models and 
training of teaarier aadre^ eta, 

PHASE IV (1976-78) - Development of model and materials for aounselors 
and administrators. 

AS aan be men. Phase IV was' designated ae the training aomponent for adminis- 
trators and aoune&tors. 

The initial segment of Phase IV was to develop a mdel to oharaaterim the 
trairSi ^oo^duret The ne.t taak ms to aolleat -^K^^PJi ^rSerials 
materials for eaah module of the training program. The vn%t%al set of rrateriaus 
^Tn^edlo present the idmimstrators and oom^eLors m ^ortma,^to 
^^^Ixmlie Caresr Education and its impUaatione for their ■Lm^tutzorml 

the materials tmd to foaus on m various adrm^stro^voe 
fumtions whiah affect implementation of Career Eduaatvon.^ 

The series of doaments aomprise the mmeriaUfor °^ ^^^^^ 
foT a variety of idministrative positions at the school and ^-^f^lJ-^-^ 
mre is a mrtaA^n flemibiUty since the rmterials are designed to be used a. 
a group inservioe or a eelf-learmng system. 



Proffron Organization 

There are sim (B) modules for administrators, four (4) for comsaorsiM 
the pMse. %e first two are cormon while the balanae are specific to eztner 
oounselors or administrators. The modules are: 

Module I-~Inforrmtion 

Module Il—Orientation 

Module III— Teacher Information and Orientation for 
Administrators 

3,1 Identify Change Strategy 

5 
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Module IV^-Planning 

4.1 develop Ptans for Currioulum Preparation and 
Xn fusion 

4.2 Plans for Eeaouroe Altoaation 
4^3 Plans for Scheduling 

4,4 Plans fot^ Corrmunity Involvement 
Module V^^ Implementation 

5.1 Supervision of Teaohing 
5*2 aurrioulm Evaluation 

Module Vl^-Evaluation of Cm^eer EduQation (Administrator) 
Module VII"Develop and Implement Needs Asa&sBment 
Module VIII" Implementation 

8*2 Preparation and Evaluation of Couna&lor 
Material 

8.2 Consultation to Sahool Personnel 

8.3 Integration of Coordimtipn of Sohool 
and Conmmity Eesouraes 

Eaah module has a similar format, A short intmduation ^ovides m 
overview of the material to be oovered. md a set of goats f%J^Uon 
addressed in the module. In the aormon modules a tzme frame and a desar^ptvon 
of the materials are suggested for use with eaah goal statemmt. 

In the administrator and aounselor speaifia modules a lesson J^mt is 
suggested, sinae the use of these materials may va^y widely from s^tuat^on to 
situation. 

In addition, there are apeaifia aomments for use by a workshop facilitator, 
insti^^ etc.] for those Ussons where Buah teaahmg sugge^vonB are fP^ 
pHa^ mveral^ the mdules aontain Bvmlations or other Uarnmg aot^y^t^e. 
to reinforae the appropriate goal statement. - —--^ 

Eaah module has supplementary readings wMoh can be duplimtedm^ Med 
to the partioipants' either prior to or during the worl^hop. men tjiere %s a 
tine fr^e for a module, the estimated time has inaluded a pe^od for perusal 
of%}m^me l^ngl^e workshop. If the materials are re^ .n ^f<^J^. 
%me%^tes shouU be adjusted aooordingly. A bMvography vs also attached 
for those mdules where it is appropriate. 

6 
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Again^ it Bhould be noted that this set of materials is a guide to tmini7%g 
admimstx'aiopB aftd aounselorB in the imptgrnentation of am'eer eduaation. It is 
not a pTeBQTiption whiah should be followed unwaveringly. Some modul&B rmy be 
inappTOpviate for aertain groups* It ia the responeibility of the workshop 
faailitator to aon&idBr the individual differenaes within and between groups 
and to gauge the preBentations aacordingly* 

It Bhould further be noted that this implementation program is based t^on 
the notion that there will be a time span be^^een the end of one module and 
the beginning of the next. Sinae the efitire program would take twenty to - 
thirty hom^B at a minimm^ and given the workshop regulations of the Department 
of Eduaation^ tMt would be a logiaal supposition. 



iv 



y 



y 



CAREER TOATIOH . 
IMTPRS I CCUNSELOI^ 
SDHL 




r ^ 

•ERIC 





— 1 



















9 



TABLE OF COIITENTS 



Page 

MMNTATION MODULE: Preparation and Evaluation of 

Counselor Materials , . 1 

Lesson 1 , * , . 2 

Content 2 

Preparation * 2 

Evaluation . , 6 

Activity 1 , 7 

Activity 2 ' . 8 

Activity 3 . , . , , , 9 

Activity 4 , . * , , , , , 10 

Readings * 11 

Raview and Analysis of Sources of Occupational 

Information for Career Education 12 

A Guide to the Development of a Connnunity Resource 

Director in Career Education 15 

Guidelines for the Development of a Career 

Information Library * . . , , , , , , 16 

Preparation and Evaluation of Cuunselor riaterlals 

Bibliograjjhy 17 



10 



ACKNOWLEDGMENT 



This Module was autlwred and prepared by 
Dr, John IHaTwl 

D&partrnent of Comiselint S Guidanae 
Univeraity of Hawaii 



11 



imE1I:?.rmTI0N MODULE 



Preparation and Evaliaation of Counselor Materials 



The comselor inaterlals module for career education consists of suggested 
readings and activities to assist the coimselor to prepare and evaluate those 
materials J procedures^ and tecliniques that will aid v/ith tiic in^lementation of 
career education in our school systeiii. The infomiation presented is for the 
general use of all Involved with career education. Hie lessons are suggestions 
and the counselor should feel free to litndify these suggostions according to the 
career education needs of tlie particular school. 

Current trends Indicate tliat^ counselors are becoming more involved and 
conmiitted to career education throughout the nation. Counselors have foimd tliat 
v/ith a reorganization of priorities^ with a reallocation of tirie^ and with a 
redefinition of coimselor role md function^ they have been able to ijuplement 
career education programs and at the same tmm^ fulfill their many other coun= 
seling responsibilities. Hie inclusi.on and inflislon of career education into 
the counseling repertoire v/ill mean thrt a counselor yiH also choose to become 
a teaclier of teachers ^ an occupational and educational specialist^ and a 
coordinator of conmmlty resources. 

As a teacher o£ teachers ^ the comselor in career education is in a unique 
position to cooperatively develop vath other educators ^ materials , procedures 
and teclmiques which will allow for tlie smooth infusion of career education into 
the curriculum. As an occupational mid educational specialist ^ the counselor 
in career education can identify sources of occupational and educational mate- 
rials ^ and develop criteria for assessinent of these materials. 

At tlie completion of thds nodule , the reader should i 

1, Be prepared to utilize a range of materials^ procedures , and 
techniques that will successfully expedite the implementation 
process of career education. 

2, Be able to identify and asser^rt sources of occupational and 
educational materials* 



To insiare that career educatlcm will succeed and have mpact^ it is 
jviifperative that all stiMents have equal q^portimlty to participate in the prograJii 

segments of the school and COTnunity liave a high degree of cotnnit- 
: mimt to the program. To prorote this success j tlie couQselori with multl- 
coimseling respaisibilities md specifically those of teadier, specialist^ and 
coordinator of career educations should assist in the irolementatlon process by: 

1, Actively demonstrating coiinitment to career education, 

2. Attendljig serdnars, meetings ^ etc. witii the aininlstration* 

3* Involving administrators ^ key faculty^ lay personnel ^ and 
students in the development of a career education program in 
smool, 

4, Inviting with administration other coimselorSs a<tainistratcrs , 
faculty, parents^ employers and students to seminars mid 
classes in career education. 

5. Establishing with the aid of this cadre and the administrator 
career education classes for all teadiers, students ^ and lay 
pe^le. 

It is within these classes that counselors in career education will be able 
to Inpart their knot/ledge of career education , to develop and/or share materials ^ 
procedures and teclmiques^ and to supgest end assess occupational md educa- 
tional materials. Tlie infomation e>qDlosipn has made It difficult for most 
individuals to rmain current. Tlie process of identifying i utilizing, and 
assessing materials, procedures, arid techniques is one function of the profes- 
slaial responsibilities of the counselor. Teachers, students, and administrators 
in concert with counselors can become I:nov;ledgeable in what has been tradi- 
tionally refeired to as the ^'tools^' of the cotniseling profession. 



Preparation 

In tlie preparation of materials , comselors in career education always have 
available to than priinaiy sources of occ^ational and educational infoimation: 
the person in the work vrarld md the ©nployer. Infoimation on careers can be 
gatiiered directly frOTi the worker and employer by students 'flirough Interviewing, 
a tedinique which can be taught by coi^elors. Firsthand 'data can also be 
obtained ftom field trips, on-the-job training 5, parttime md simrier employment 
experiences I cooperative work progrwis, and various work- study projects. Further, 
training seminars I community resource workshops (job fairs, career days), and 
scliool classes can utilize the worker and OTployer as valuable resources by 
inviting them as speakers, panelists, etc* 

13 



In general, other sources of cccui-stionsi and educational inforniotian are 
available through various ffoverraiient and private agencies. A plethora of 
mateilals can be obtained from the federBi government through sucli aoencies as 
the following: 1 

1, Bureau of Labor Statistics 

2, Hmipo\\?er AdministtatiQn Information Office 

3, IJ. S, Conpiission on Civil Service 
4» U. S, Department of Comerce 

5. U. S. Department of Labor 

6, U. S. Departtiient of Labor- -VJcnen^s Bureau 

At the state, county and local levels, career education information is also 
offered by a variety of individuals and conrMiity facilities* acanqples are as 
follows: 

1, Coimselors ond schools 

2, Personnel specialists Cprivate and ptiblic) 
3* Business md industiy 

4* Goverrmient agencies 
5* Religious organizations 

6, Hospitals 

7, Huseunis 

8. Institutions of higher leaminp (public and private) 

9. Libraries (public and special) 
* 10, Trade associations 

11 . Unions 

12. Professional associations 

13. BTployment a.gencies 

Specifically, the following are Hawaii comimity resources which can offer 
career education infonnation: 

1, Department of Personnel Services (State of Hav/aii) 

2, Departoent of Civil Servico (City and Coiinty of Honolulu, etc.) 

3, State Enplo>^Gnt Office 1 4 









mQ-'^. 




itepartmont o£ Labor and Iniiustrial Pelations (State of Hp^mii) 




^y- ■ . 5. ■ 


Departrcnt o£ Plaminn and Economic Development 






GoveTrior's CmmisBion on Hanpower 




7. 


State Regulatory Agency 


^v^i^'.-.;; '"^ . . . 


8. 


Hawaii Brployers Council 




9. 


Career Information Center of Kav/aii 


{^jV -■^- 


10. 


Chairi^er of Comerce 




11. 


Iteiversity of Haxv-ail Placement and Career Planning Office 


■7,-4 V' ■ ■ ■ ■ 


12. 


Professional associations Cexaii^)les) 






a* Consultin£ Engineers Coimcil of Hawaii 






b, Hai^aii State Bar Msoclatim 






c. Anerican Institute of Arcliitects 


{: 




d. Advertising Agencies of Hawaii 
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IndustTO^ iexBraplmB) 






a. Hawaii Hotel Association 






b. Hawaii Visitors Bureau 




14. 


Unions (exanples) 






a. AFL-CIO 






b. Teamsters 




IS. 


Business 






a* National Allimce of rusinossmcn 






b. Bank of Hav/aii Departtnent of Business Research 



Tliese and n^y other resources can be located through the Yellow Pages of the 
i-y Telephone Directory ivhich will provi^ the organization's name^ address ^ and 
'^ telephone number, ?tost^ if not all, of the ocP4)ational and professional groups 

are listed. 

In addition to the variety of resources , there is also a variety in the 
types of occupational and educational materials produced by individuals ^ 
publishers, private/public ai^^loyers^ professional organizations, etc* Exa^les 
of the types of products/niaterials are: 

1, Directories on oca^ations/einployers/schools 

4 
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Printed information (boolcs. p^fiihlets, ioumals, etc.) 


3. 


Cor>TputeriEed systems 


4. 


CareerTglWes 


S. 


Simulation kits 
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rficrofilms 


7. 


Films and filmstrips 


8. 


Audio tapes, records 


9. 


Audio-visual tapes 


10. 


Slides 


11. 


Workbooks 



12. Packaged group procedures Cexaniplc: Vocational Bcploration 
Groins GO ^ , 

Since it is rarely possible or even necGSsaiy for comselors to develop a 
complete library of all materials available ^ the following should be considered 
basic essentials of a career oAicatlon library: 

1. Occi^ational Outlook tondbook (U* S. Deparlnnent of Labor) 

2. Dictionary of Occi^iational Titles 

3. Vocational Guidance Ouartorly CHational Vocational Guidance 
Association Journal) 

4t Local Directory of Coninmity Resources (to be developed if not 
available) 

5. Guide to Occupations in Hav/sii (Hai^^aii Career InfomiatiOT Center) 

6, Local and National Directories of Educatimal Institutions 

In addition to having access to tliese materials ^ coimselors thenselves must 
be trained in the art and skill of counseling consultation, and coordination. 
In the realn o£ coiMseling, professional counselors baw_been trained to ejiploy 
and select techniques vMch increase student learning and ^facilitate behavioral 
change where appropriate. These tedmiques can be applied whenever and wherever 
necessary in the integration of career education information in tlie program, 
Exaniples of these tecbiiques are: 

1* Groiq) Prncedures 

2n Interviewing 

3, Role Playing 16 

4. Discussion 

5 
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Demonstration 



: 6. Brains tormihg 
Modeling 

^; : 8 Effective Use of Resource -Persons 

?^:Mien needed OTd a^ropriate to the career efJucation program^ these tedmiqucs 
be used not mly by coimselors, but also by students, teachers and other 
interested educators who can be trained and sTOervised by the counselors* 



^^aluation 



Counselor in evaluating career education materials ^ should consider the 
follOTvinp general guidelines : 

1, Occi^ational and educational infomiation must be related to the 
develc^mental needs of tlie const mer, 

2, Ckicupational and educational infomation must he related to the 
grade level of the consumer* 

3, Occroational and educational inforrmtion must be related to the 
present and future o£ the consuner. 

4* Occi^atlonal and educational infonnation must he related to the 
local needs, 

Occi^ational and educational infomation must be related to the 
priorities defined by the sdiool* 

Further, the heavy inflinc nnd vdde variety of materials on t!ie market has 
made it crucial for counselors to assess the inforination in a systematic manner. 
The National Vocational Guidance Association has attenpted to introduce consis- 
tency and standards in the evaluation process through its latest publication 
entitled Guidelines for the Preparation aixd E valuation of C areer Education 
Media: Films, Filmstrips an d Printe d T^ei^alT ^C^^ 197^. 

Hot^ever, it must be considered that i/hile the infonnation or material is 
assessed or evaluated to have merit , the ultimate worth is whether the product 
is used by the student. Counselors in career education Iiave observed that 
students do not actively or systematically seek occupational and educational 
information. Tlie reasons for this behavior need further investigation, Hov/- 
ever, for students who do gain access to the Information^ it is in^erative that 
the materials be current* Md imless the information is current^ students v/ill 
not seek or use the materials. Tliese wo conditions , currency and utilization, 
are interdependent. 

Thus it seems reasonable to conclude that the purdiase and evaluation of 
occupational and educational infomation materials represent a financial, timei 
Biid emrgy investment on the part of the school. It is inportant that (1) man- 
power is available to keep infomation cu^entj, and (2) the budget be sufficient 
to SL^port current materials over a long period of tme. Witliout these tim 
considerations, the concept of a viable Career Information Library is negated* 



^^!^)f ' . Activity 1 

TASK- Prepare a Canmunity Resource Directory for your sdiool. 
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Activity 2 

Define Cwhat is it,) ^ dovelop objectives (v/hatj when and v/hy do we 
use it) , impl^ent (use it), and assess (measure it) each coimseling 
tedmique : 

1. 

2. 

3. 

4. 

5, 



7. 
8, 



Procedures 
Interviewing 
Ftole Playing 
Discussion 
DOTonstration 
DramstoimJng 
Modeling 

Effective Use of Resource Persons 




19 
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TASK: Using tiie MV^ Guidelines for tiie Pre pa ration and Evaluation of Career 
Information Medlai Films ^ Filinstrips^^ncl Printed Materials ^ develop 
an Occupational Intoimatim livaluation Checklist for yom school. 
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Activity 4 



- / TASK: Develop or t^date the Career Infoirnation Library for yoi^ school* 



21 



ERIC 



I,- READINGS 



54- 
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mnm and malysis of somms of occupational information 

- - FOR CMEER EDUCM^IO^^ 



by Kenneth D. Hills 



Within the frmeworlc of the 1972 flational Vocatiaial (^lidance i\ssociation 
Guidelines for the PreparatlQn and Evaluatinn o£ Career Infoimt Ion ffedia ^ 
FiljnsV PiJjTistrlns^ ah Mills recomiends the 

follCTving guidelines whi^* can be ^plied v/ith minimal adaption to all t>^©s of 
materials . 



Content 

T!ie follotdng categories should be included in good occi^jational information 
and ans^^rer the majority of questions as sugijested. 

1, Job Duties : This should include a sirole clear statement of tlie 
activities in ivhich the worker enpages on the jobp 



a- ivhat does the worker do? 

b. Uhat physical activities are required ^ e*g.j manipulating ^ 
lifting^ climbing, f ^looping , crouching, taeellng"^ etc? 

c. ^1/hat kind^of decisions does he need to make? 

d* Does he work primarily wltii pe^le, data or things? 

2. IVorking Conditions : A realistic portrayal of the actual work 
seating IS invaliiable and absolutely necessary* 

a* Vfliat are the physical surroundings? 

b* V/liat unusual conditions exists e^g.^ ten^eratures , noise 
levels humidity, fur-ies^ dust, odors, indoors or outdoors? 
VJhat relation does one have vdth other v/orkers : proximity, 
isolation, verbal conumjuicationg etc.? 

d. Vfliat type o£ equipment i;- used? 

3* Qualification s : This statement should include very specific 
details of aflT the data a potent i?! 'Orker needs to knoy in 
order to enter this occupation, and sjiy requirements beyond 
tlie entry- level skill and training, 

a. IVhat skills are required? 

b. Khat are the minimun entry require) lOTts? 

c. IVliat are the preferred entry requiroments? 

! d. V.hat level of training is required, e,g,, degrees, 
certification, licensing, etc? 

e. IVhat are the physical requirements? 

f. Vfliat examinations are required, e*g*, v/ritten, physical? 



^ERIC, 1973 
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g. m&t are the membership roquireinents , e.g., union, 
Tjrofessional, assoclntioru; , etc.? 

h. v:hfl.t special personal requirements are there, e.g., 
dbserrotional skills, ability to concentrate, etc.? 

ifactions: Because values ploy, such a tey r|le in career 
:nmki nB, a clear understanding m this area is vital. 

a iVhot is the mm rate and wage suppleinent? 

b vaat tyoe of resFonslbillty is required? , . , ,^ .... 

c How this job relate to other jobs with which he ,vill . 

be^^ng Sto ktact, e..., income, si^enrision, shared 

responsibility, etc.? -^^ v 

d Wiat are the advancement opportunities, 
e' l^hat are the renuirejnents for advancement? 



4. Job Satis 
Secision 



lonP-Fanee Outlook: With the job progression or TOvement fro!P. 
T^t^S^SHh" from the -lodder" toe "lattice- concept, 
W^^^^m^ ^v^ent or inter-job— nt 
within a job family becomes more crucial. 

a P?hat is the location o£ the hiring establishment? 

b VJliat type and size of establishment is it. 

c! What is the future of tlie inimediate mdustry of .'/hidi this 

d. iStleclSsical changes are ejected that will affect 

e. Sw population growth affect ^is Pgiti^|,.,^, 
f How vAll the economic situation affect this position, 
p Vftat are the anticipated job requirement changes? 

h. l4at is the promotional pattern? ^Tt„^„ate careers? 

seaxcSr, this information has to be accurate and current. 

a. Mow many ciienings are ^^^^^ ref^ional, or 

b. vmere are these openinFf;, e.G-. local, state, ie-f,j. , 

c. Sat°a?e'the predicted openings for the jext month, six 
months, one year, three years, or five years? 

Other Information : In this area, appropriate si^plemental 
materials shoulci be identified. 

a lUrnt supplemental materials are identified (books, pamphlets, 

b iSo^'S^i^U^^^^ ^portunities 

e ;laf cooperative work experience, woric study, 

GTOloyment, etc., are ava±laDJ.e. ^ ^ 

d. iS flnanlll Sds are available during the training period? 
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Process 

Hie occupational lafomation nwy he most accurate and detaileclj but imless 
it is presented in m attractive, interestino nay, all the effort will be of 
little value. Occupational information must be usable by and accessible to 
persons of vaiying ability md eroerience, causing the style and fomat to be 
of uteost inportance. Some considerations focusing on this aspect of occupa- 
tional information folla\^^. 

i* Readability : TTie infomation should be as free as possible of 
technical terminology or sophisticated language, so it will not 
lose the portion of the audience having the greatest need. 

a. VvQiat level are you seeking to serve, e,.et., elemontary, 
jimior hiEh, high sdiool, college, general public, etc? 

b. Vfnat is the reading level of tiie material? ^ 
c* Is technical jargon defined mid clarified? 
d. Is the infomation concise and to the point? 

2, Usability : rtotivation is critical and a basic concern in the 
historical lack of occi^ational infoitnation utilization. 

a. Is the inaterial relevant to the intended age or educational 
level? 

b. ^ js the inaterial attractive to the intended audience? 
c' P^re the illiistrations related to the theme? 

d. Is the content v%ll organized and careftilly edited? 

e. Do the illustrations and content reflect an unbiased 
presentation of sexes and races? 

3, Accuracy and Currency: ITiis factor seems almost unnecessary to 
mention, Bift has often been overlooked. 

a. Are the occupations depicted fairly and correctly? 
b* Vlhat is the publication date (in the case of boolcs, 

consider the first copyright date)? 
c; Are the photographs and illustrations dated by styles? 

d. Is there a regular i^^dating procedure ihWCA reconmends 
every tv;o years as a ininir ra) ? 

e. Is this infomation tnae of the local, county ^ state, 
regional, or national scene? 



Biases 

TTiis arc pertains to autliorslilp and sponsorship in selectinr^ occimational 
infomatlon. 

1. Who collected the data? 

2. my was the data collected? 

3. How was it accon^plished? ng " 
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Wp- '- A Guim TO im DrvELOPrEOT' ov A cavMUNm nnsounffi 

tiS^' '^^ - DII^CTOT IN CAREER EDnCATION* 

: : by Robert E, Norton 



The steps In developing a cormiimity resource directory as suggested by 
Robert E, Itortlon are presented tqiically* A narrative e^lmatlon of hov; eadi 
step should be conducted has not been included. RatJier It beeves the respon- 
sibility of the counselor In career education and/or the person in diarge of 
the Career Information Libraiy mth all the available resource persons to 
detemlne how eadi step should be conducted to satls^ local needs and school 
priorities* Tlie steps are as follows: 

1* Detemlne the geographic area to be included, 

2, Prepare a nap of the area, 

3. netemine ttm kinds of resources to be included in t]\e directory. 

4* Identify names ^ addresses , and telephone nunbers of persons 
representing the desired resOTrces. 

5* Determine_the manner in which inforniation needed v;ill be 
gathered* 

6* Prepare survey instnmients appr^riate to eadi groi^* 
7. Collect information for the directory, 
0* Code and classi^ tlie Infomation* 

9. Conpile and publish the directory or update an existing directory. 



ERIC 



^Center for Vocational Education ^ 1974. 
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GUiDELihES FOR Tim mmm^u: (W a carhbr 
I^IFomM■Io;! LiBnAJW 



VJH/M: Develop a statement o£ ^oals and objectivas* 

KHY: Develop a statement of national and local career education 

needs . 

WHERE: Locate the library to provide for maxiiiMn and easy accessibility 

to students J faCLilty, end cuaiiselors. 

VJHO: Delegate the responsibility for development and maintenance of 

the library to the counselor in career education or a puidance 
teacher to be assisted by students or other aides, 

l^JHEN; Iinplementation shouli^ be ii^iii^ediate. 

WVl: Seek a guarantee 'of long-term fiscal funding. 

Prepare a career education need^ assessment. 

Establish criteria for the pcnuisition of career education 
materials , 

Prepare a cmounity resoiirce dlrector)^ 

' Establish an iro-to-date standardized classification storage 
or filing system. 

Involve students^ teachers ^ administrators ^ parents ^ enployers, 
otb,er coiHnunity members ^ and school library personnel in tlie 
development. 

Establish pn onTOing schedule fur u \w of career infonnation. 
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